State of California

DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (T) (PI) 2010-1139-900 50029974 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant O&M/Administrative Support Section
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[] Supervisory [] Lead Person Jessica Roles Administrative Officer Il
APPROVED BY (Personnel Analyst's Name) DATE
MG 6/1/07
P eg_c;j%rg of Activity
POSITION SUMMARY:
Under general supervision of the Administrative Officer I, Chief of the Administrative Support
Section, provides the lead clerical support to the Future Operations Program and Program
Manager; acts as back-up receptionist to the Front, Middle and Back Offices; and provides back-up
clerical support to the Administrative Support Section .
ESSENTIAL FUNCTIONS:
This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, and predictable attendance; exercise good judgement;
35% Provide the lead technical clerical support to the Future Operations Program including: preparation
and editing of power point presentations utilizing PowerPoint and organization charts utilizing
Visio; assist Project Team Leads with preparation of various contract packages, correspondence,
and track processing of contracts/correspondence with the Director's Correspondence Unit and
Contract's Office in coordination with the JOC Contract Analyst; assist Change Management staff in
organizing and implementing various project activities and functions, which may include
coordinating with consultants; duplicate, collate and assemble large quantities of material for
various presentations, meetings or projects; maintain timekeeping for various team members in
coordination with their home timekeeper; handle travel and training arrangements and
reimbursement for various team members in coordination with their home travel/training
coordinators; ensure supplies are maintained, photocopy, greet visitors, accept incoming
deliveries, and pick-up/deliver documents to DWR Headquarters which requires driving a vehicle.
15% Prepare draft and final correspondence and project documents such as Project Charter,
Communication Plans and Business Cases utilizing PMO templates on the intranet. Ensure project
documents are maintained on the project server and that all final project documents are uploaded
to the PMO web-site. Coordinate Project Team meetings, develop agendas, take meeting notes and
document meeting decisions and assignments.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'S SIGNATURE DATE
Jessica Roles >
EMPLOYEE’'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (T) (PI) 2010-1139-900 50029974 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant O&M/Administrative Support Section
PerT(;%rg oF Activity
10% Maintains appointment calendar, schedules meetings, and completes arrangement for appropriate
meeting or conference rooms. Make necessary travel arrangements, such as airline reservations,
hotel accommodations, and car rental reservations; and types, routes for signature and audit travel
expense claims.
10% Provides reception desk coverage as necessary; checks out vehicles/parking passes/cellular
phones; answers multi-line telephone; greets and directs visitors; and reserves conference rooms.
Backs up other FMB Offices support personnel as needed. Maintains other general office
correspondence files and/or specialized files as directed.
5% Interact on a daily basis with the public and departmental staff at various levels; screen a variety of

visitors and telephone calls. Where appropriate, refer to other staff members or handle
independently answering of questions.

SPECIAL REQUIREMENTS:

Must have stamina and the ability to sit at a desk and/or computer for extended periods. Manual
dexterity is required to operate various office machines, including personal computer, typewriter,
facsimile, and copy machine to produce, compile and distribute documents. Must be able to
accommodate changes as required to meet the needs of the work assignment; good
communication skills and the ability to work well with a variety of different personalities. A valid
California driver's license is required.

Knowledge of PowerPoint, Visio, Word, and other software; and the ability to efficiently and calmly
complete work assignments with short turnaround times from a variety of individuals.

DWR 525 (Rev. 6/04) Page 2 of 2




	Activity
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	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Jessica Roles
	SUPERVISOR'S CLASS: Administrative Officer II
	personnel analyst: MG
	personnel date: 6/1/07
	PERCENT OF TIME: 
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15%
	activity: POSITION SUMMARY:
Under general supervision of the Administrative Officer II, Chief of the Administrative Support Section, provides the lead clerical support to the Future Operations Program and Program Manager; acts as back-up receptionist to the Front, Middle and Back Offices; and provides back-up clerical support to the Administrative Support Section .

ESSENTIAL FUNCTIONS:
This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise good judgement; 

Provide the lead technical clerical support to the Future Operations Program including:  preparation and editing of power point presentations utilizing PowerPoint and organization charts utilizing Visio;  assist Project Team Leads with preparation of various contract packages, correspondence, and track processing of contracts/correspondence with the Director's Correspondence Unit and Contract's Office in coordination with the JOC Contract Analyst; assist Change Management staff in organizing and implementing various project activities and functions, which may include coordinating with consultants; duplicate, collate and assemble large quantities of material for various presentations, meetings or projects; maintain timekeeping for  various team members in coordination with their home timekeeper; handle travel and training arrangements and reimbursement for various team members in coordination with their home travel/training coordinators; ensure supplies are maintained, photocopy, greet visitors, accept incoming deliveries, and pick-up/deliver documents to DWR Headquarters which requires driving a vehicle.

Prepare draft and final correspondence and project documents such as Project Charter, Communication Plans and Business Cases utilizing PMO templates on the intranet. Ensure project documents are maintained on the project server and that all final project documents are uploaded to the PMO web-site.  Coordinate Project Team meetings, develop agendas, take meeting notes and document meeting decisions and assignments.
	classification: Office Technician (T) (PI)
	appointee: Vacant
	dwr position number: 2010-1139-900
	sap personnel no: 
	sap position number: 50029974
	division: O&M/Administrative Support Section
	mcr: 1
	percent 2: 10%




10%




5%
	activity2: Maintains appointment calendar, schedules meetings, and completes arrangement for appropriate meeting or conference rooms. Make necessary travel arrangements, such as airline reservations, hotel accommodations, and car rental reservations; and types, routes for signature and audit travel expense claims.

Provides reception desk coverage as necessary; checks out vehicles/parking passes/cellular phones; answers multi-line telephone; greets and directs visitors; and reserves conference rooms.  Backs up other FMB Offices support personnel as needed. Maintains other general office correspondence files and/or specialized files as directed.

Interact on a daily basis with the public and departmental staff at various levels; screen a variety of visitors and telephone calls. Where appropriate, refer to other staff members or handle independently answering  of questions.

SPECIAL REQUIREMENTS:
Must have stamina and the ability to sit at a desk and/or computer for extended periods.  Manual dexterity is required to operate various office machines, including personal computer, typewriter, facsimile, and copy machine to produce, compile and distribute documents.  Must be able to accommodate changes as required to meet the needs of the work assignment; good communication skills and the ability to work well with a variety of different personalities.  A valid California driver's license is required.

Knowledge of PowerPoint, Visio, Word, and other software; and the ability to efficiently and calmly complete work assignments with short turnaround times from a variety of individuals.
	supervisor name: Jessica Roles
	employee name: Vacant


